
FILM AND TELEVISION INSTITUTE OF INDIA

Law College Road, Pune 411 004.

TENDER NOTICE


Sealed tenders are invited for hiring the services of a Chartered Accountant Firm initially for a period of Three years for Internal Auditing of the accounts of the Film and Television Institute of India, an autonomous educational institution fully funded by Ministry of Information & Broadcasting, Govt. of India registered under the Societies’ Registration Act and Bombay Public Trust Act.

The Terms of Reference/Tender Document for hiring the services are available on the FTII’s website www.ftiindia.com For details contact the undersigned on phone (020) 25432299.

The Pre-Bid Meeting will be held on Monday the 12th September, 2011 at 3.00 p.m. in the Conference Hall, TV Bldg., Film and Television Institute of India, Law College Road, Pune 411004.  The Technical and Financial Bids must reach the FTII on or before Monday the 26th September, 2011 at 12.00 p.m. The Tender will be opened on the same day at 3.00 p.m.

5th September, 2011                              Administrative Officer

Pune                                                     F.T.I.I., Pune 411 004     

FILM AND TELEVISION INSTITUTE OF INDIA

Law College Road, Pune 411 004.

Tel . (020) 25432299

Terms of Reference/Tender Document for hiring the services of a Chartered Accountant Firm for Internal Auditing of accounts of the Film and Television Institute of India, Pune 411 004.

A.  Background

The Film and Television Institute of India, Pune is an autonomous institution set up by the Ministry of Information & Broadcasting, Govt. of India for providing the state-of-art education and technical experience in the art and technique of film-making and television production.  FTII is registered under the Societies’ Registration Act and Bombay Public Trust Act.  

The management of the Institute is entrusted with the Governing Council elected from the members of the Society which is constituted by the Ministry every three years.  The Governing Council has power to frame regulations for the administration and management affairs of the Institute.  The Governing Council is assisted by an Academic Council in academic matters and by the Standing Finance Committee in financial matters.  The Director is the administrative and academic executive head of FTII.  The FTII, Pune is fully funded by the Ministry of Information & Broadcasting by way of Grants-in-aid (Plan and Non-Plan). 

The Financial Bye-Laws deals with the maintenance of Accounts and Audit thereof.  The primary accounts of the Institute are maintained and compiled under the prescribed heads of account in the prescribed form. After the account for given year are closed, the accounts of the Institute are audited annually by the Chartered Accountant appointed on the recommendations of the Controller and Audited General of Account. The Chartered Accountant has been appointed as primary auditor of the Institute, further being Statutory Auditor the Annual Accounts of the Institute are also audited by Principal Director of Audit, A.G., Mumbai, under section 14 of the comptroller and Auditor General of India (DPC) Act, 1971.   

The Annual Accounts and Audit Report of the Institute including the Report of the Chartered Accountant, which contains general and special comments on the financial position of the Institute together with comments of the Institute, are placed before the Standing Finance Committee, Governing Council and the Society of the Institute for consideration.  A copy of the Annual Accounts and Audit Report is also provided to the Ministry for placing the same before the Parliament. 

To improve and strengthen the Accounts Department it is decided to hire the services of a Chartered Accountant firm to carry out the Internal Auditing of the accounts of the FTII.  The Details of the Scope of work, Terms and Conditions, Eligibility Criteria and Proforma for Technical and Financial Bid are given herewith. 

B.  Scope of the Work

Items other than in BOLD are routine activities.  

Items in BOLD need to be carried out once a year.

· General

· Defining Organisational Hierarchy for Various Authorizations/ Approvals (special importance to be given to Horizontal Authorizations) 

· Documentation & Filing

· Secretarial (Statutory Filing of Documents)

· Safety & Security Measures (also in respect of IPR (Intellectual Property Rights especially regarding Copyrights)

· Legal (Original Documents relating to IPR (Intellectual Property Rights especially regarding Copyrights)

· Outside Campus Expenses including Vehicle expenses

· Reporting of any untoward incidents within the campus (also covering legal aspects)

· HR

· Legal Compliances (TDS, ESI/ PF, PT, etc)

· Attendance

· Nature of expense (Salary v/s Honorarium)

· Leave Procedure

· Reimbursement of Expenses

· Purchases (& Hiring)

· Stock Control & Requirement Procedure

· Quotations

· Vendor Selection & Registration (Check Legal Registrations of Vendor)

· Executions of Emergency Purchases

· Issue of Purchase Orders (PO must be closed with respect to either quantity or time or both)

· Scrutiny of Open Purchase Orders

· Stores/ Inventory Management including record keeping

· Physical Verification

· Fee Receipt

· Controls with respect to Issue of Prospectus

· Defined Fee Structure

· Discounts & Scholarships

· Fees Reconciliation (Course – Wise)

· Other Income

· Income from Hire Charges of Own Equipment or Facilities

· Income from sale of Fixed Assets including IPRs 

· Recoveries (Other than Fees) from students 

· Other Expenses

· Proper definition of payments made to VIPs / Guest Lecturers/ External Faculty (like hiring of contract labour)

· Scrutiny of Manpower Hire contracts (Quotations, Selection, Revised Contracts)

· Advances to staff (defining limits, grades, approvals, recovery terms and collection of vouchers)

· Reimbursement of Expenses to Staff / VIPs / Guest Lecturers/ External Faculty (defining limits, grades, approvals and collection of vouchers) 

· Recovery of Expenses from staff, etc for use of boarding facilities 

· Costing / Financial Management

· Course - Wise Costing

· Defining break even point in terms of Fees to be charged or No. of Students to be enrolled 

· Taxation

· Filing & Checking of Monthly Returns (ETDS, ESI/ PF, etc)

· Queries raised by Govt. Departments

· Internal Filing and Certification of Challans & Return Acknowledgements

· Collection of TDS (Receivable) certificates and Reconciliation with 26AS

· Finance

· Cash

· Monthly Cash Verification

· Custody

· Minimum Balance to be Maintained

· Bank

· Monthly BRS

· Maintaining Cheque Details Register

· Outstanding Fees

· Ageing and Write-offs Report 

· Creditors

· Ageing and Write Backs Report

· Scrutiny of advances lying with creditors

· Accounting

· Ledgers (including Groups) defined to meet Statutory Auditor’s Requirements

· Course-Wise Accounting

· Restriction on back-dated accounting

· Monthly Trial Balances Certified and Filed

· Monthly Financials prepared as per Government Requirements

· Government Norms

· Addressing the queries in CAG’s Report

· Adherence to Guidelines issued by the Ministry of Information & Broadcasting with respect o Films

C.  Eligibility Criteria : The  Chartered Accountant firm must be : 

1. The CA Firm should be a Practicing Firm .

2. The CA Firms should be in Practice for a period of 5 Years or more. ( As per the  Certificate of ICAI as on  01/01/2011 Firm Status Card)

3. Have at least Three full time partners, out of which one should be FCA.

4. The Firm must have experience of Internal Audit of at least 50 locations per year in the state of Maharashtra in last two years. ( Proof for the same is required to be attached herewith) 


5. Have professional fees of Rs. 25.00 Lacs or above in the last financial year i.e. 2010-11. 

6. Have Head Office in the State of Maharashtra preferably at Pune.

7. Should have never been issued notice for failure to submit deliverables and cancellation of work order, forfeiture of EMD, etc by any government and / or semi government entities. 

8. Should not have been barred from appointment by any government and / or semi government entities.

D.  Bid Procedure

1. The whole process of tendering can be cancelled without giving any prior notice or information by the Director, FTII.

2. Any undue influence of any type may disqualify the bidder and the bid will be outright rejected.

3. The professional fees shall be quoted as lump-sum per month inclusive of Service Tax.

4. Quotation shall be in two covers, the first cover shall be marked “TECHNICAL BID FOR INTERNAL AUDIT”. The same shall contain details as per Annexure I. The Financial bid should be in cover two marked “FINANCIAL BID FOR INTERNAL AUDIT “.

5. The technical bid will be opened first and will be evaluated by a committee constituted in the office of the FTII. Technical evaluation will be done in accordance with the selection procedure as attached herewith as annexure. The financial bid will be opened by this committee only for the CA Firm who get minimum of 75% marks in the Technical Bid.

6. The Pre-Bid Meeting will be held on Monday the 12th September, 2011 at 3.00 p.m. in the Conference Hall of the TV Bldg., Film and Television Institute of India, Law College Road, Pune 411004.  

7. The technical and financial bids must reach the FTII on or before Monday the 26th September, 2011 at 12.00 p.m. by either Registered Post A.D. /  Speed Post or courier.  No cover shall be entertained if the cover is received after the time limit. The Tender will be opened on the same day i.e. 26th September, 2011 at 3.00 p.m. in the Conference Hall of the TV Bldg., Film and Television Institute of India, Law College Road, Pune 411004.  

8. The documents as per Annexure- I are to be attached with the-Technical Bid for scrutiny of the proposal. Proposals without necessary documents will be rejected. 

9. Each bidder has to pay Security Deposit of Rs. 20,000/- in the form of demand draft in favour of “The Accounts Officer, Film and Television Institute of India, Pune” drawn on any nationalized bank payable at Pune must be attached with the technical bid.

10. The bid without Security Deposit of Rs. 20,000/- shall not be considered.

E. Rates & Payment Terms 

The CA Firm will be required to quote the professional fees as per the Annexure of Financial Bid given herewith.  The rates invited will be inclusive of Traveling Expenses, Stationery Expenses, Communication Expenses  and all other out of pocket expenditure relating to the said assignment. However, the Service Tax only shall be paid separately at the applicable rate.

Fees will be paid  on monthly basis on submission of Internal Audit Report. The Internal Audit Report shall be prepared in 2 copies and the said shall be submitted to the Head office and  Division office. The professional fees shall be paid within 15 days from the receipt of the Internal Audit Report.

F. Miscellaneous 

In case of operational difficulties the  Director FTII may take steps to remove such difficulties without materially altering the scope of work or terms and conditions.

Office of  FTII shall support and provide all necessary inputs and instructions for smoothly functioning of the Internal Audit . 

G. Taxes and Duties 

All the applicable taxes will be deducted from the payments. However the amount of Service Tax will be paid extra at the applicable rate to the CA Firm.

H. Confidentiality 

The CA Firm, their partners and personnel shall not disclose any proprietary or confidential information relating to the assignment, the services or the information of the Offices of the FTII without prior written consent of the Director. 

All reports and other documents submitted by the CA Firm shall become and remain the property of the FTII and the CA Firm shall on termination or expiration of the assignment, deliver all such documents and reports to the Director, FTII together with the inventory thereof except those retained as their working papers. 

I. Obligation of the FTII 

During the Internal Audit necessary records, space and infrastructure i.e. Computer System, table etc. will be provided. 

Director, FTII shall issue all necessary instructions to concerned authorities and officers for successful and timely completion of this assignment.

J. Settlement of Disputes 

1. The decision of the Director, FTII shall be final in selection of the CA Firm.

2. Any dispute between the CA Firm and FTII will be resolved by the committee. CA Firm if dissatisfied with the decision of the committee may approach the Director, FTII. 

3. For the purpose of the said assignment as well as for any matter arising there under or connected therewith, the courts at Pune will have jurisdiction.

K. Penalties 

1. In the event of gross negligence, irregularity, laxity or misconduct on the part of the CA firms personnel, the contract may be terminated and the CA firm may get black listed at the discretion of the Director, FTII  which shall be communicated to all the Government Departments and the Institute of Chartered Accountants for debarring such firm from any assignment of any Government work. 

2. The violation of any of the terms will invoke penalty. It will be the responsibility of the CA firm to complete the assignment with full knowledge and experience of the work with proper care and time. Failure to do so leading to either undue delay or laxity or failure or incorrect report will make the CA Firm liable for being removed from the contract by the Director, FTII after issuing the notice of 15 days as well as disciplinary action. The decision of the Director, FTII shall be final in this respect. 

3. The Internal Audit report for the month shall be submitted before the end of the next month, i.e. The Internal Audit for the month of April shall be submitted before the end of May month. If the Report is delayed  the penalty shall be charged. The amount of penalty will be 10 % of the professional fees of the respective month for each of the delayed month.  However, if the delay is due to the non availability of the necessary information or the circumstances are beyond control of the CA Firm and the said is informed to the office of the FTII or the written submission is made to the said office, the no penalty shall be charged 

4. Director, FTII shall have the absolute powers to reduce or condone the penalty. 

L. Schedule of Time

The Pre-Bid Meeting will be held on Monday the 12th September, 2011 at 3.00 p.m. in the Conference Hall of the TV Bldg., Film and Television Institute of India, Law College Road, Pune 411004.  

Last date of submission of tender document will be Monday the 26th September, 2011 upto 12.00 P.M.   

The Technical bid will be opened in the presence of the committee on Monday the 26th September, 2011 upto 3.00 P.M.  Interested CA Firm may remain present for the same. 

All the terms & conditions are acceptable to us and agreed.

Date :






Sign

Seal of Office/Firm




Name :









Designation: 









Membership No. 

FILM AND TELEVISION INSTITUTE OF INDIA

Law College Road, Pune 411 004.

Tel . (020) 25432299 

FORMAT FOR TECHNICAL PROPOSAL

(for Hiring the Services of a Chartered Accountant Firm for Internal Auditing of the Accounts of the FTII, Pune) 

1.    Name of the CA Firm & FRN ( ICAI ) : ______________________________

 ______________________________


2.    Head office Address : ___________________________________________

       ___________________________________________

3.    Telephone/Fax/Email : __________________________________________ 

      ____________________________________________

4.    PAN No. : ____________________________________________________

5.    Service Tax No. : ______________________________________________

6-A.
Details of CAs Partners & Employee 

         (Status as on 01.01.2011 ICAI Firm Card) 

	SR. No.
	Name of Partner / Employee
	Membership No.
	Designation

Partner/

Employee
	Qualification

(ACA / FCA ) 
	Date of joining with the firm

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	


 6-B.
Details of staff members 

	Sr. No.
	Name
	Qualification
	Experience

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


7.  Total Turnover (as per B/S attached along with IT Return) 

	Year
	Turnover (in Rs.)
	Profit (in Rs.)

	2010-11
	
	


8.   Experience General : _________ Years (from the date of Registration of firm) 

9.   List of Major Audit clients (Last two years 2009-10, 2010-11)

10. Experience of Internal Audit of Autonomous Body & Educational Institution  : ______ No. of locations simultaneously. 

No of such assignments handled _______________________________


CERTIFICATE

( To be submitted on letter head of the firm duly signed by the partner of the firm)

I undersigned ________________________________________ on behalf of M/s. _____________________________________________________________ hereby certify that all the information mentioned above is true and correct.

Further declare that the Firm have never been issued notice for failure to submit deliverables and cancellation of work order, forfeiture of EMD, etc by any government and / or semi government entities. And have not been barred from appointment by any government and / or semi government entities.

Date:






Sign:

Seal of Office/firm




Name:








Designation:








Membership No. 

Annexure - I  

List of Documents to be attached with the Technical Bid

1. Demand Draft for Security Deposit of Rs. 20,000/- in favour of “The Accounts Officer, Film and Television Institute of India, Pune” drawn on any nationalized bank payable at Pune. 

2. A copy of Partnership Deed.

3. A copy of letter from ICAI Institute mentioning Registration No. and details of Partners as at 1/1/2011, Firm Status Card copy.

4. Copy of Audited Balance Sheets and Income Expenditure Statement for the last financial year (F.Y. 2010-11)

5. Copy of Income-Tax Returns for the last financial year (F.Y. 2010-11)

6. A Copy of Service-Tax Returns for the last financial year (F.Y. 2010-11)

7. Copy of the Assignment of Internal Audit of similar institution carried out during last 2 years. 

8. A detailed profile of the Firm.

9. List of the Staff with Name, Qualification & Experience. 

10. Certificate that the Firm has never been issued notice for failure to submit deliverables and cancellation of work order, forfeiture of EMD, etc by any government and / or semi government entities. And have not been barred from appointment by any government and / or semi government entities.

ANNEXURE - II

Selection Procedure

Evaluation of Technical Points

A. Technical Proposal will be processed on the basis of following criteria

a. Details of CA Partner and Paid CA Staff.



10 Marks 

(As per the ICAI Firm Card as on 01.01.2009)

No. of  Partners & Paid CA 

         Marks 


    3




  3

              5 




  7


Above  5

      

 10 

b. Details of Other Staff 





10 Marks 

No. of Staff


        Marks 

1 to 40


  
  2

41 to 50 


    
  5

51 to 100


 
  7 

Above 100



 10

c. Total Turnover of last year  ( 2007-08)



10 Marks

Turnover Rs. in Lacs 


        Marks

Above 50 



  2

50 to 75



  5

75 to 100 



  7

Above 100 



 10

d. Year of Experience 






10 Marks 

No. of Years 



        Marks 



1 to   10 



  0

11 to 13



  5

14 to 16



  7 

Above 16 



 10 

e. Experience of Internal Audit in  similar institutions 

20  Marks 

No. of Locations 


         Marks 

Upto 100
                        
  1

100 to 250



  3

250 to 500



  7

Above 500 


           10 

· Marks allotted to technical proposal is 60 Marks 

· Marks allotted to financial proposal is 40 Marks 

B. Formula for calculation of Financial Proposal 

1. Full marks will be given to the lowest cost offer.

2. Price of L1 /Price of L2*40 for second best offer.

3. Price of L2 /Price of L3*40 for third best offer.

4. Price  of L1 /Price of L4*40 for fourth best offer & onwards

While awarding the contract, formula of calculating marks for both technical & financial proposals will be considered as taken to gather and CA firm getting the highest point will be first invited for allocation of the divisions concerned. 

PROFORMA OF COVERS

MAIN COVER-1


A Proposal for Internal Audit 

To,

The Administrative Officer

Film and Television Institute of India,

Law College Road,

PUNE 411 004.

      From: ____________________________

                ____________________________

Cover for Technical Bid-Cover No.2


Technical Bid  for Internal Audit 

To,

The Administrative Officer

Film and Television Institute of India,

Law College Road,

PUNE 411 004.

      From: ____________________________

                ____________________________

Cover for Financial Bid-Cover No.3


Financial  Bid  for Internal Audit 

To,

The Administrative Officer

Film and Television Institute of India,

Law College Road,

PUNE 411 004.

      From:  ____________________________

                ____________________________

Cover No. 2&3 shall be put in Cover No.1

To be opened before Committee





To be opened before Committee





To be opened before Committee








FTII, Pune - Terms of Reference for Internal Audit


